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11 May 2023 

MEMORANDUM FOR RECORD 

SUBJECT: Leave and Pass Requirements Standard Operating Procedures 

1. References.

a. AR 600-8-10, Leave and Passes, 15 February 2006 (RAR issue 4 August 2011 ).

b. AR 385-10, The Army Safety Program, 23 August 2007 (RAR 4 October 2011 ).

c. DA Pamphlet 600-8, Management and Administrative Procedures, 1 August
1986. 

d. Electronic Foreign Clearance Guide, https://www.fcg.pentegon.mil/fcg.cfm.

2. General.

a. All leave and pass requests will be routed through the HR Section at the B CO, 3-81
AR headquarters building, signed, and approved by the Company Commander. Requests may 
be submitted either in person at B Co HQs (Bldg 4, Rm W-131) or digitally to the B Co Training 
Room. Ordinary leave requests will be submitted no less than 14 days prior to the beginning 
leave date and will be managed IAW AR 600-8-10. All personnel will submit DA31s with their 
first line supervisor as the supervisor/recommender. For students currently in MCCC, their 
SGL is the supervisor/recommender for leave IOT ensure all pertinent people are aware 
of the leave or pass request. Additionally, if the SGL feels the student's leave or pass 
request results in undue risk, refer to par. 2.e. Ordinary leave begins and ends on post, at 
the duty location, or at the location from which the Soldier regularly commutes to work IAW AR 
600-8-10, Chapter 12, and paragraph 1k. Following are the time restrictions by request.

REQUEST TYPE REQUIRED TIMEFRAME 
Emerqencv As soon as possible 
Parental Within 48 hours of the birth 
Convalescent Within 48 hours of the event 
Ordinary (under 30 days) 14 days prior to intended start date 
CONUS PCS 30 days prior 
Permissive TDY (PTDY) 30 days prior 
Ordinarv (over 30 davsl 30 days prior 
OCONUS (inc. cruises) 45 days prior 
Pass 5 davs prior 

. .  

*****BOLD md1cates leave requmng BN CDR approval 












